HAVCO

Observation Procedures
Introduction

The following guidelines detail HAVCO’s procedures for the quality control of delivery through observations.

HAVCO are committed to the continuous improvement of the learning experience on all of it’s programmes.  Consistency and adherence to standards are assured through various integrated methods, observation and the structured recording of such is but one of these tools.
The Process?
Various stages of our delivery have been identified where observation can be effectively recorded.  A tracking matrix is used to record, plan and support the roll-out of the process.  Appropriate individuals have been identified to carryout the observations and appropriate forms have been devised to capture the evidence.
The results of these observations are then analysed during, Senior Management Team meetings, our Self Assessment process and to supplement the appraisal and staff development process

Why do we observe delivery?

Observation is a constructive and useful tool to support quality improvement.  It allows us to

· Observe a lesson or process from the view point of a participant
· Give peer support and coaching

· Identify individual training needs

· Inform the SMT and the SAR process as to the quality of  different aspects of our training

· Reflect upon our own performance

· Recognise good delivery

Which areas do we observe ?
· Recruitment

· Information Advice and Guidance

· Induction and Initial Assessment

· Learning Plan
· Training Delivery

This list is not exhaustive and is continuously reviewed, added and amended to.

Which forms are enclosed within this Procedure Document?
· Tracking Matrix Sheet 

· Recruitment Observation Form

· IAG Observation Form

· Induction and Initial Assessment Observation Form

· Learning Plan Observation Form

· Training Delivery Observation Form
HAVCO Tracking Matrix
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	* Each  individual should receive an observation assessment twice annually



	Recruitment Observation Form
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	Observer:
	
	Staff Member
	

	Date:


	
	

	Environmental/contextual information:


	

	

	
	Yes
	No
	Comments/Details

	Were the activities carried out in a healthy and safe environment?
	
	
	

	Were actions taken to maximise diversity on the programme?
	
	
	

	Were Equality of Opportunity issues taken in to account?
	
	
	

	Were participants encouraged to feel at ease?

	
	
	

	Was HAVCO or it’s services promoted in a positive and professional light?

	
	
	

	Were questiones answered effectively?

	
	
	

	Was product knowledge comprehensive?

	
	
	

	Was documentation correctly and comprehensively used
	
	
	

	Any further comments  from Observer
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	Recruitment Observation Form



	The following sections allow for reflection upon the observation process.  These must be completed in order to finalise the process.

	
	Yes
	No
	Comments

	Was the observation process unobtrusive?


	
	
	

	Was the process effectively explained to you beforehand?
	
	
	

	What did you do well?
	

	Was there anything that you felt you could have improved?
	
	
	

	How has the process benefited you?


	

	Could the process be improved?
	
	
	

	Any further comments


	

	Comments from Observer on further actions or recommendations
	

	Date set for next observation
	
	

	Signature of Observer
	

	Signature of Observee
	


	Induction and Initial Assessment Observation Form
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	Observer:
	
	Staff Member
	

	Date:


	
	

	Environmental/contextual information:


	

	

	
	Yes
	No
	Comments/Details

	Were the activities carried out in a healthy and safe environment?
	
	
	

	Were all participants encouraged to feel at ease?


	
	
	

	Were Equality of Opportunity issues taken in to account

	
	
	

	Was there a clear description of the role and relevance of the induction process given?
	
	
	

	In all cases were participants treated as individuals?
	
	
	

	Were the participants encouraged to ask questions and were these questions answered effectively?
	
	
	

	Was appropriate Initial Assessment gathered and compiled in readiness for the next stage of learning?
	
	
	

	Was all necessary documentation and administration completed?
	
	
	

	Any further comments  from Observer
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	Induction and Initial Assessment Observation Form

	The following sections allow for reflection upon the observation process.  These must be completed in order to finalise the process.

	
	Yes
	No
	Comments

	Was the observation process unobtrusive?


	
	
	

	Was the process effectively explained to you beforehand?
	
	
	

	What did you do well?
	

	Was there anything that you felt you could have improved?
	
	
	

	How has the process benefited you?


	

	Could the observation process be improved?
	
	
	

	Any further comments


	

	Comments from Observer on further actions or recommendations
	

	Date set for next observation
	
	

	Signature of Observer
	

	Signature of Observee
	


	Information Advice and Guidance Observation Form
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	Observer:
	
	Staff Member
	

	Date:


	
	

	Environmental/contextual information:


	

	

	
	Yes
	No
	Comments/Details

	Were the activities carried out in a healthy and safe environment?
	
	
	

	Was the participant encouraged to feel at ease?


	
	
	

	Were Equality of Opportunity issues taken in to account?

	
	
	

	Was the purpose of the IAG session clearly defined (if appropriate)?
	
	
	

	Were all legal requirements adhered to?
	
	
	

	If appropriate were MATRIX standards and criteria met?
	
	
	

	Was the participant encouraged to ask questions and were these questions answered effectively?
	
	
	

	Was all necessary documentation and administration completed?
	
	
	

	Any further comments  from Observer
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	IAG Observation Form



	The following sections allow for reflection upon the observation process.  These must be completed in order to finalise the process.

	
	Yes
	No
	Comments

	Was the observation process unobtrusive?


	
	
	

	Was the process effectively explained to you beforehand?
	
	
	

	What did you do well?
	

	Was there anything that you felt you could have improved?
	
	
	

	How has the process benefited you?


	

	Could the observation process be improved?
	
	
	

	Any further comments


	

	Comments from Observer on further actions or recommendations
	

	Date set for next observation
	
	

	Signature of Observer
	

	Signature of Observed staff member
	


	Learning Plan construction Observation Form
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	Observer:
	
	Staff Member
	

	Date:


	
	

	Environmental/contextual information:


	

	

	
	Yes
	No
	Comments/Details

	Was the activity carried out in a healthy and safe environment?
	
	
	

	Was the participant encouraged to feel at ease?


	
	
	

	Were Equality of Opportunity issues taken in to account during construction of the plan?
	
	
	

	Was the importance of the Learning Plan and it’s role in steering the programme clearly defined to the beneficiary
	
	
	

	Was information gathered from Initial Assessment and Recruitment considered when constructing the Learning Plan?
	
	
	

	Were the targets set individualised?
	
	
	

	Were the participants encouraged to ask questions and play an active role in setting targets/goals?
	
	
	

	Was all necessary documentation and administration completed?
	
	
	

	Any further comments  from Observer
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	Learning Plan construction Observation Form


	The following sections allow for reflection upon the observation process.  These must be completed in order to finalise the process.

	
	Yes
	No
	Comments

	Was the observation process unobtrusive?


	
	
	

	Was the process effectively explained to you beforehand?
	
	
	

	What did you do well?
	

	Was there anything that you felt you could have improved?
	
	
	

	How has the process benefited you?


	

	Could the observation process be improved?
	
	
	

	Any further comments


	

	Comments from Observer on further actions or recommendations
	

	Date set for next observation
	
	

	Signature of Observer
	

	Signature of Observee
	


	Training Delivery Observation Form
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	Observer:
	
	Staff Member
	

	Date:


	
	

	Environmental:


	

	Details on class profile (i.e. Cohort, length of time on programme, additional support needs etc.)
	

	
	Yes
	No
	Comments/Details

	Were the aims and objectives clearly laid out to the Learners?
	
	
	

	Were participants encouraged to feel at ease?


	
	
	

	Were Equality of Opportunity issues taken in to account to ensure that all individuals had an equal chance of meeting their individual targets from the session?


	
	
	

	Were attendance and punctuality records kept?

	
	
	

	Was a lesson plan available and was the tutor fully briefed in its content?


	
	
	

	Is there evidence of differentiation being employed? 

	
	
	

	Was the delivery engaging and relevant to the group?

	
	
	

	Were an appropriate range of resources used?


	
	
	

	Were resources in a well maintained condition and w presented professionally?
	
	
	

	Did the tutor demonstrate knowledge of each individuals Learning Plan targets/milestones and course objectives?
	
	
	

	Were the Learners encouraged to reflect upon their learning experiences throughout the session?


	
	
	

	Was the lesson plan updated at the end of the session?
	
	
	

	Was all necessary documentation and administration completed?
	
	
	

	Has the tutor/trainer achieved relevant qualifications?
	
	
	Details:

	Any further comments  from Observer
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	Training Delivery Observation Form



	The following sections allow for reflection upon the observation process.  These must be completed in order to finalise the process.

	
	Yes
	No
	Comments

	Was the observation process unobtrusive?


	
	
	

	Was the process effectively explained to you beforehand?
	
	
	

	What did you do well?
	

	Was there anything that you felt you could have improved?
	
	
	

	How has the process benefited you?


	

	Could the observation process be improved?
	
	
	

	Any further comments


	

	Comments from Observer on further actions or recommendations
	

	Date set for next observation
	
	

	Signature of Observer
	

	Signature of Observee
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